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INTRODUCTION 
The fol.lowing- handbook cons is ts of groups of objectives 
that should be achieved by students ~tudying Communication Skills . 
An attempt has been made to group them under various headings co-
vering the skill areas integral to communication. The . lis·t is by 
no means exhaustive, but does cover the ha.sics and should provide 
something in the way of standardization if adhered to by instruc-
tors in the field. 
It is difficult to delineate grade cut off points in Communi-
cation Skills, where the focus is on skills to be mastered rather 
than on certain texts to be read. There is l .ittle introduction 
of new-type skills as the student progress~s from grades 8 to 11~ 
It is more a case of applying the same basic skills to different 
type activities and acquiring a greater level of mastery of them. 
The following cut off points may serve as a useful guide, 
however, in determining when a student has achieved the various 
grades: 
Grade· 8 - (1) Units A, B, c, Reading 
(2) Units A, B, c, Writing 
(3) Grade 8 level achievement on S. R .A. 
Reading Kit, or eqt1ivalent. 
Grade 9 - (1) Up to end of Unit B, Reading 
(2) Up to end of Unit D, Writing 
(3) Grade 9 level achievement on S.R.A. 
Reading Kit, or equivalent. 
-
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Grade 10 - (_l) 
(2) 
(3) 
2 
Up to end of Unit G, Reading. 
Same as for Grade 9, Writing 
Grade 10 level achievement on S.R.A. 
Reading Kit, or equivalent. 
Grade Xl - (1) Up to end of Unit E, Writing 
(2) Grade Xl level achievement on S.R.A. 
Reading Kit, or equivalent. 
All students graduating, no matter what grade level, should 
have completed the Oral Communications Program. 
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SECTION A 
Reading Skills 
UNIT A. ~ WORV ANALYSIS - ITEM 1 . 
PLURALS 
OBJECTIVES: 
1. Differentiate between "plural" and "singular" words .. 
2. Use correctly the rule for pluralizing words ending 
in: ch, sh, s, x, z. 
3. Use correctly the rule for writing the plurals of 
words en.ding in "y" 
4. Select and wr i te the plural forms of words using the 
rule for words ending in "f" or "fe". 
5. Use the correct plural form of words ending in "o". 
6. Write the plural forms of words using a given list 
of rerna i.ning rules and exceptions . ' 
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UNIT A. - WORV ANALYSIS - ITEM 2 . 
PREFIXES~ SUFFIXESJ ROOT WORDS. 
OBJECTIVES: 
1. Use a few simple definitions and rules to identify 
prefixes, suffixes and root words correctly . 
2. Correctly use rules for adding given suffixei to words 
that end in "consonant plus y", or "e", and "vowel 
plus consonant". 
3. Add certain common suffixes to root words and show how 
they change the meaning by using them correctly in 
sentences. 
4. Use correctly certain common prefixes according to 
given rules. 
5. Correctly identify the root words and select the prefixes 
and suffixes from words of several syllables. 
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UNIT A. - WORV ANALYSIS - ITEM 3, 4. 
CONTRACTIONS & ABBREVIATIONS 
OBJECTIVES: 
CONTRACTIONS: 
1. Shorten given words into contractions, using the 
apostrophe correctly. 
2. 
3. 
4. 
Write the long form of contractions. 
ABBREVIATIONS: 
Recognize and write the long form of common abbreviations. 
Write the abbreviations of given words using the correct 
punctuation . 
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UNIT B. ~ WORV MtAN1NG - ITEM 5 . 
DICTIONARY SKILLS 
OBJECTIVES: 
1. · Alphabetize groups of words. 
2. Use guide words efficiently for looking up unknown 
·words . 
3. Apply knowledge of dictionary to locate meaning of 
unknown .words. 
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UNIT B. - WORV MEAN I NG - ITEM 6, 7 • 
SYNONYMS AND ANTONYMS 
OBJECTIVES: 
1. Recognize and select a synonym for a given word. 
2. Choose an antonym for a given word. 
3~ Distinguish between words that are opposite or 
similar in meaning . 
. . 
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UNIT B. - WORV MEANING - ITEM 8. 
. .. . 
· HOMONYMS 
OBJECTIVES: 
1. Write a homonym for a given word. 
2. Use homonyms correctly in context 
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UNIT B. - WORV MEANING - ITEM 9. 
MEANING FROM CONTEXT 
OBJECTIVES: 
1. Use "context clues" to replace nonsense words with 
real words in a sentence. 
2. Use comparison and contrast to choose the correct 
meaning of unknown words . 
3. Use correctly words that are familiar but change 
meaning when used in different contexts. 
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UNIT B. - WORV MEANING - ITEM 10 
USING WORDS EFFECTIVELY 
OBJECTIVES: 
1 . . Use words with multiple meanings correctly. 
2. Use more effective and powerful words to replace 
weaker words in a selection. 
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UNIT C. - LITERAL COMPREHENSION - ITEM 11 . 
MAIN IDEA 
OBJECTIVES: 
1~ Given some introductory information, correctly select 
the main idea of a short paragraph. 
2. Find and underline the main idea when it occurs at the 
.beginning, end or middle of the paragraph. 
3. Write the main idea of related paragraphs . 
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UN1T1 C . : - LITERAL COMPREHENSION - ITEM 12 
I 
! 
RECALLING DETAILS 
OBJECTIVES: 
1. Find and use specific facts or details from a selection 
to answer given questions. 
2. Read given selections and correctly choose supporting 
·details from a paragraph . 
3. Apply facts in a selection by listing details that prove 
a given point or are needed to follow directions . 
4. Recall details from oral communication . 
. .. 
• 
' . 
13 
UNIT C. - LITERAL COMPREHENSION - ITEM 13 
SEQUENCE 
OBJECTIVES: 
1. After reading a selection, put a scrambled list of events 
into sequential order. 
2~ Arrange given ideas or sentences in a sequential form . 
UNIT V • 
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LITERAL COMPREHENSION - ITEM 14 
PARTS OF A BOOK 
OBJECTIVES: 
.1. Given any standard book locate the title page, copyright 
page, table of contents and index. 
2. Locate and state function of a glossary . 
3. Given a list of specific facts, use the table of contents 
to locate these facts . 
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' UNIT V. - REFERENCE SKILLS - ITEM 15 
. i 
LIBRARY 
OBJECTIVES: 
1. Name the Dewey Decimal System as the most commonly 
used form for classification in the library. 
2. State the function of a card catalogue. 
3. List title card, author card and subject card as the 
three common types found in card catalogues. 
4. Differentiate between the three types of index cards 
in the library. 
S. Define a call number as a combination of class number 
and author letter. 
6. State the use of a call number in the library classi-
fication system. 
7. Interpret an index card correctly by locating and 
stating the author's name, title of book, publisher 
and date of publication, call number, and the number 
of pages in article . 
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UNIT V. - REFERENCE SKILLS - ITEM 16 
ENCYCLOPEDIA 
OBJECTIVES: 
1. State the purpose of an encyclopedia. 
2. Locate an entry in the encyclopedia by using the 
guide numbers and letters on the cover. 
3. Use guide words in an encyclopedia to locate specific 
information. 
4. Loc~te specific information in an encyclopedia by using 
main headings and sub-headings. 
5. Locate specific information in an encyclopedia by using 
cross references. 
6. Locate and list related articles in an encyclopedia on 
a subject being studied. 
7. State the function of yearbooks to accompany the 
encyclopedia . 
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U'NIT E. - INTERPRETIVE COMPREHENSION - ITEM 17 
[ . 
IDENTIFYING RELATIONSHIPS 
OBJECTIVES: 
· 1. Read short selections and state relationships between: 
who, what, when, where, and how by answering questions 
on a selection. 
2. After a short paragraph, write what happened and why 
it happened . 
3. Identify cause and effect relationships. 
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UNIT E. - INTERPRETIVE COMPREHENSION - ITEM 18 
MAKING INFERENCES 
OBJECT.IVES: 
1. From a statement or group of facts, infer another 
fact implied in the statements. 
2. Write a conclusion based on known facts. 
3. Choose details from a selection that support a given 
conclusion. 
4. Write a prediction based on the total information in 
a paragraph . 
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UNIT E. - INTERPRETIVE COMPREHENSION - ITEM 79 
UNDERSTANDING CHARACTER 
OBJECTIVES: 
1. Describe a character's feelings. 
2. Recognize character traits by noting emotions and 
feelings behind actions. 
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UNIT F. - EVAL·UAT1VE COMPREHENSION - ITEM 20 
I 
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FACT~ OPINION~ & PROPAGANADA 
OBJECTIVES: 
1. Classify statements as "fact" or "opinion". 
2. · Recognize facts that support a sound opinion in 
advertising. 
3. Judge reliability of the source in selections from 
media, using given criteria. 
4. Classify statements as "fact", "opinion", or "propaganda" . 
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UNIT F. - EVALUATIVE COMPREHENSION - ITEM 21 
AUTHOR'S PURPOSE 
OBJECTIVES: 
1. Identify author's purpose as informative or entertaining. 
2. State author's purpose and give evidence to support it . 
• ... 
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UNIT F. - EVALUATIVE COMPREHENSION - ITEM 22 
FORMING AN OPINION 
OBJECTIVES: 
1. Form an opinion on two paragraphs representing opposite 
points of view. 
2. Using a given checklist evaluate a number of selections . 
•• 
• 
' • 
. . 
• 
' 
! . 
I 
• 
23 
UNIT F. - EVALUATIVE COMPREHENSION - ITEM 23 
NEWSPAPER 
OBJECTIVES: 
1. Given a newspaper, select the following parts of a 
newspaper: 
(a) News - International, National, Provincial, 
and local . 
(b) Editorial Page - Editorial, Letters to the Editor, 
Editorial Cartoons. 
(c) Advertisement - Classified Ads, Entertainment. 
(d) Sports Section 
(e) Additional Special Sections - Syndicated Columns, 
Women's Page, Business Page, TV and Radio Guide, 
Puzzles, contests and comics. 
2. Examine each part of the newspaper noting its purpose, 
and answer questions about each. 
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Unit G. - Maps and Charts 
Item 24 
24 
OBJECTIVES : 
Students should be able to: 
1. Find places, given latitude and longitude. 
2. Understand the Time Zones. 
3. Interpret simple maps by using information supplied in 
the index, or legend given with each. 
4. 
They should also be familiar with contour lines and isotherms . 
Students should be able to write down in a paragraph, or 
state in detail orally, the information given in graphs and 
charts like those pictured below. 
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SECTION B 
WRITING SKILLS 
UNIT A: FORMS 
OBJECTIVES 
Item 1. Application Forms 
··- . ···-- . -···--··- .. ......... - ... .. ....-.... -·- -----··· ~~·---- -· ~--
1. The student should be able to fill in correctly the 
following forms; 
1. Application for Employment form 
2. Application for Driver's Licence form 
3. Application for Credit Card form 
4. Catalogue order forms 
5. Cheques, deposit, and withdrawal slips 
6. Hotel Registration forms 
7. Income Tax forms 
8. Other forms pertinent to the times 
(at Instructor's discretion) 
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UNIT B: NARRATIVE, DESCRIPTIVE & REPORT WRITING 
OBJECTIVES 
Item 2. Narrative Writing 
1. The student should be able to write a simple and clear 
narration of about 200 words. 
2. In his narration, the student should be able to: 
a. outline and organize his ideas in a proper order 
b. express his ideas clearly in correct language 
c. Correctly spell the words he uses 
d. correctly capitalize where necessary 
e. use simple punctuation (periods, commas, colons, 
apostrophe, question mark, and mark of exclamation 
correctly. 
t -
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UNIT B: NARRATIVE, DESCRIPTIVE & REPORT WRITING : 
OBJECTIVES ·t 
Item 3. Descriptive Writing 
1. The student should be able to write simple and clear 
descriptive essays of about 200 words. 
2. In his essay, the student should be able to: 
a. outline and organize his description in a proper order 
b. express his ideas clearly in correct language 
c. correctly spell the words he uses 
d. correctly capitalize where necessary 
e. use simple punctuation (periods, commas, colons, 
apostrophe, question mark and mark of exclamation) 
correctly. 
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UNIT B: NARRATIVE, DESCRIPTIVE & REPORT WRITING 
OBJECTIVES 
Item 4. Report Writing 
The student should be able to write various types of simple 
reports, such as work or accident reports. 
. . 
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UNIT C: CORRESPONDNECE SKILLS : 
OBJECTIVES 
Item 5. Friendly Letters 
1. Given the proper standard for writing a friendly letter, 
write a friendly letter. 
2. Given an incorrectly written friendly letter, locate 
the parts and correct the format of the letter. 
3. Given an incorrectly punctuated friendly letter, correct 
the punctuation of the letter. 
4. Capitalize correctly a friendly letter . 
. . 
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UNIT C: CORRESPONDENCE SKILLS 
OBJECTIVES l· 
Unit 6. Business Letters 
1. Given proper standard for writing a business letter, 
write a business letter. 
2. Given an incorrectly written business letter, locate 
the parts and correct the format of the letter. 
3. Given an incorrectly punctuated business letter, correct 
the punctuation of the letter. 
4. Capitalize correctly a business letter. 
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UNIT C: CORRESPONDENCE SKILLS 
OBJECTIVES 
1. Write a correctly addressed envelope including the 
proper punctuation, correct form,and the return address . 
32 
UNIT D: EXPOSITIRY WRITING 
. •· 
OBJECTIVES 
• s 
Item 8. Expository Writing 
1. The student should be able to write a clear, concise and 
accurate exposition of about 400 - 500 words. 
2. In his exposition, the student should be able to: 
11 "' · 
a. outline and organize his ideas in a proper lbgical 
• order 
b. express his ideas clearly in correct language 
c. correctly spell the words he uses 
d. correctly capitalize where necessary 
I . e. correctly use punctuation (periods, commas, colon, ques-
tion mark, mark of exclamation, apostrophe, quotation 
marks, etc., where necessary . 
• 
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UNIT E: RESEARCH PAPER 
OBJECTIVES 
Item 9. Research Paper 
1. The student should be able to write a research paper. 
2. In his paper, the student should be able to: 
a. research relevant information from a variety of sources 
b. outline and organize his ideas in · a proper and logical 
order 
c. use a proper format for footnotes and bibliography 
d. express his ideas clearly in correct language 
e. correctly spell the words he uses 
£. correctly capitalize where necessary 
g. correctly use all punctuation marks including the punctu-
ation for quotation. 
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SPEAKING AND LISTENING SKILLS 
S~CI,lON C ORAL COMMUNICATIONS 
.. .. 
• • 
A. 1. The student should be conversant with and able to employ 
the basics rules of parliamentary procedure. 
2. The student should be able to read aloud; with poise, 
confidence and proper intonation. 
3. The student should demonstrate the ability to delive r 
orally a resume of a message read, or talk givenQ 
... 
B. The student should be able to: 
1. Participate with poise and confidence in a group discus-
sion on assigned topics. 
2. Present articulately a complete report on a group dis cus-
• s1on. 
• 
3. Act as a panelist in a prepared discussion and answer . 
pertinent questions during the question and answer period. 
4. Chair a panel discussion, introduce the speakers, and 
conduct a follow-up question and answer period. 
S. Participate with confidence, poise, and effect in a formal 
debate on a pre-arranged theme. (Students should demon-
strate here - in addition to the basic skills of articu-
.. . 
late delivery etc. - the ability to pursue logical argument 
~ and detect fallacious reasoning). 
~- Chair a formal debate and conduct a follow-up from the 
floor. 
.... 
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Prep~r~ ~nd d~liver a short speech (5-10) minutes. 
. . 
8. Particip~te ~n a jqp inte~view session as an applicant 
~nd demonstr~t~ the ability to answer clearly any 
que~tions ~~ke4 and seek relevant information. 
9. Play the role qf A member of an interview panel. 
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